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If you have Microsoft Word 2003, open the “Tools” |If you have Microsoft Word 2007, click the round
menu and then click on “Options.” Office button in the top left and then click the
“Word Options” button down below.
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Options

User Information File Locations

Compatibility
View General Edit Print Save

Security Spelling & Grammar Track Changes

Spelling
[V]iCheck spelling as you type:
[ Hide spelling errors in this document
Always suggest corrections
[] suggest from main dictionary only
Ignore words in UPPERCASE
Ignore words with numbers
Ignore Internet and file addresses

[ Custom Dictionaries... ]

Grammar
Check grammar as you type \Writing style:

[] Hide grammatical errors in this document | Grammar Only v
Check grammar with spelling
Show readability statistics [

Settings... ]

Proofing Tools

[ Check Document ]

[ OK ][ Cancel ]

- Enable Readability

Word 2007

Word Options

Popular
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

ABC| ~
/. Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addres
Flag repeated words

[] enforcz a
[j Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings

ccented uppercase in French

When correcting spelling and grammar in Word
Check spelling as you type
[ use contextual spelling
Mark grammar errors as you type
Check grammar with spelling
iShow readability statistics:

Writing Style: | Grammar Only v Settings...
Recheck Document

Exceptions for: l!_I] Documentl v

>

[ OK ] [ Cancel

Open the tab labeled “Spelling and Grammar.”
Then check the box next to “Show readability

statistics.”

Select the menu item labeled “Proofing.” Then
check the box next to “Show readability statistics.”
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Microsoft Word 2003 and 2007 sometimes calculate slightly
different scores for the same document.

Word will display the Flesch-Kincaid scores after it runs through
the entire document looking for spelling and grammatical errors.

Word will display the Flesch-Kincaid scores after it runs through
the entire document looking for spelling and grammatical errors.
Microsoft Word 2003 and 2007 sometimes calculate slightly
different scores for the same document.
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